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- 1. Requesting Agency 2. Division or Bureau of Requesting Agency

3. Authorization Requested (Check only one of the squares below).

A

add

pated. Records have ceased to have value
" to warrant retention.

Dispose of present occumulation. No

Establish retention schedule for re-
cords for which there is a continuing
accumulation. The records will cease to
have value to warrant their retention after

~ the period of time indicated.

Microfilm
itional accumulation is antici-

Originals if not ‘microfilmed would be
retained for the period of time indicated.

ond destroy origlnols

4 : 5. Description of Records 6. Recommendation
ltem Describe records occurotely Include title, form number, size of documents, of Hall of Records
No work or activity to which the records relote inclusive dotes and quantlty and Board of Public
) (cubic or linear feet). Show recommended retentlon period. Works.
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Contractorta ofﬁ.na (mmhea copy)
Bond Conpany (ezocuted copy)
tary ‘r's 0ffice (8!.8.3.0., exacuted copy)

“Chist xngmm»'a Ofﬁ.c» (Duplisate copy)

_ Construstion Departrment (Puplicste copy) o
~Comptrellorts 0ffice (¥,5,5.C., duplicats copy)

| This schoduis 15 ooncerned only with ihe contracts £1led in the
| verious departments of ths Commdssion,

Thexre are ﬂ:ree’ typos of contrasis prepared, as follmm:
Storm Drain
- Vater anrysmgs

Tha following mmndauons provida for the parmanond retention
of all records mmmfw&mmfmarwawpm‘m

SECRETARY THREASURER'S CFTICE

The contract £1le in this cffice 1s establinbed in threo
categories as itemigzed above, They wwe £iled in
oach category, mﬂuemummmcm

- of the contract £filed with the Coaxvission, The cortract

s
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NO.
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Y. Teen) LY JEST FOR RECORDS RETENTION S.. )ULE
- Hall of Records (Continuation Sheet) PAGE
- . Commission , NO. -2
4 . 5. Description of Records 6. Recommendation
em _ Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘0 work or activity to which the records relate inclusive dotes, and quantity and Board of Public
{cubic or linear feet). Show recommended retention period. Works.

is usod for certifying payments and for legal amd cosh research

parposes. Occasiomlly they are nseded whon repeirs or modifica

becae necessary. .centracts oscupy 17 drarers (252 cubic feot)
10 dnte. ‘marateofaocmhumisaboutl

for the years
draver per year (ﬁcw faot).

RECOMMSENDATION: RETAYN PERMARCRTIV MICROFIIM THREE YRARS AFTER -
mmmmsrrmm;nmmmmmmmmamm O

__ |ometmms. .
2. |CPFICE OF CHTEP EIGIEEER ! W
Contractamfﬂsﬂinmm@ﬁ.es,m Storm Drain, Vater 7%-/; |

and Semage. They axe filed mwicm;rlthin each catogorys

Four roldm are prepared for each contract in ths St.cm Drain,
VHater and Sewage files as followss

Folder l. Correspondence

Consists of ocrrespmdema (@mral]y 8im X 117)
w=ith the contractor

. Folder 2. Estimates
- Tils foldor cortains the following firmss

Porm E=28 (837 X 11°), Estimste. This fore shows
ostimates, prepered by the Consuruo-
tion Office on cost and materials far each Job.

Form B~504 (83* X 11v), Fora lotter to Bonding
is a furn-letter sont periodically

- Conpany.
- L totbbundingcmwindieaﬂ.ng;romssofthe

Form B~50 (83" X'11°). (This form is an inter-
office mame used throughout the Commission). The
recamendation of the Chief Engimeer to the
Commisgioners that fine) payment be made to the

contractor is nade on this memo feorm, :

S

.,
A%

“': (.’j\);,‘

PORLIC

Poldsr 3. Specifications

This folder comtains the specifications for the
Jodb and cost tabulations, copies of all Wds o
gutmitted (goperally 107 X 127) Jaxd a caaplete S
sot of plans (sise varies frox B3 X 117 to 40° X
. ) 0m"), Dup]icatesottheplansmalapretﬁmd
® : by the Construction Departzent. The talmlations

: are a dstallad description of each contractor's
bids and are used far comparative anmalysis rior

to marding the hid.
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Holl of Records (Continuation Sheet) PAGE -
Commission NO. 5
4' 5. Description of Records 6. Recommendation
: Describe records accurately. include title, form number, size of documents, of Hall of Records
and Board of Publlc

o
0.

work or activity to which the records relate, inclusive dates, and quantity -
(cubic or linear feet). Show recommended retention period.

Works.

Foldar 4. macellamm

Ths material in this foldsr comsists alzost

entirely of duplicates of material found in the
-other thres folderas, FEot fuplicated elsewhere,
‘howevar, is the recomtendation of the Chief
.EnglmertothsCmisaiowscnthemegmme
of the bld (this is prepared on Form E~50)3 the
request for advertising for bids and a copy of

the advertisememt.

OttlmmwmthMMmmsctﬁlasm&tm corresponieante,
which originates in thia office, has any lasting valuoe.

Thn Labor conta'actsare also £iled mmericelly but only ormefolder
countaining all data relating Yo the labor contracts is used. Iabopr
contracts are 1si. for construction work which will cost less than
$5,000. The Carmission supplies all materials for the job, amd

ing to a particular labor contract 4s included in ono folder. The
folders are arranged mamerically by rmmber contract. Y¥aterial in
the folder inmcludes the estimates, coples of bids, correspondence,
mmmumdﬂacmwmwtwmmnrahﬂ.d,w
gress reports and-recommendation for £ingl payzent.

macmﬂaumwmmcmzmumormum
followss

WatarandSeu c%muﬁms(ﬂcmcfwt)in
the office area years 1947 %o date begimning with Contradt
| Bumber 210. Anaddiﬁmlmdrmrs(ﬁcMcM)islmatedin
mmm(ommMandothmmotowu,
Hhmbars 1 through 209 ~ a total of 72 cublo feet.

Storn Brain: om;am(&mmet)um
amcamfwiﬁmwuwam,wamml.

Labors Ocenples 7 drawers (Jocr&ﬂ.cteet)int.heoﬂm
area for the years 1949 tc date, beglming with Humber 400. An
adﬁ.ﬁomlwcmlaﬂmmuﬁmlémﬁc!w&fmﬁmml%?

feat. .

[-ALL-RECORDS -G ETH-THE EXCEPTION OF CORRESPONIEICE IN THE

{ IRAEY, WATER AND SEWAGE GORTRACT FIIES. KICROFILM CORRESPCOH®

ORX
MCE ARD DESTROY CRIGINAIS; EELAIN EICROFILX GOPIES PERMANEITIY,

contracts only for the labor and vse of equipent. A1l data relat-

ammwmmmmmmuWuamamm
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SCHEDULE 76 ‘:‘,
NoO. ,"

(9-1-83) h\
Holl of Records (Continuation Shee*) PAGE
Gommission NO. 2 .
“S
4 5. Description of Records 6. Recommendation
: Describe records accurately. Include title, form number, size of documents, of Hall of Records
‘lem work or activity to which the records relate, inclusive dates, and quantity and Board of Public
o . (cubic or linear feet). Show recommended retention period. Works.
3. |Comstrustion Departmont W/‘L

&. The contracts in this Departaent are alsc £iled in three cate-
gories, labor, Storm Drain, Hater and Sewage. Hatarial f£iled in

each foldsr includes the followings

Plot Plan (Varying sives) A diangram af ths constructionm
showing progroas of ths work.

Daily Item Estimate (Form E~20, 83 X ﬁ-) A dally Nsting
work done uwndar the various items < the
cortract for which payment is to be meds,

Ovor or Under Bun Sheetas (83¢ X 11") Inticates Ly {tem the
caost ovar or under the criginal estinato.

Firal Bstimate {(Farm B-28, 82* X 11°) This 48 a copy of
the original filed in the voucher £ile 4in the
Cashierts Office vhore thoy are retained per-
menently (See Schednls Ho. 22, Item 2).

Fiml Peyrent (Form B~28, 822 X 11¥) This 1s a copy of
ariginal filed with ths paymemt voncher 4n

the Cashierts Office vhare they

manently (Ses Schedule 22, Item 2).

Bid Tebulation (Varying Sises) This 1s an itexized com—
parative chart of all bids sulmitied.

Enginoer Estimate (837 X 11%) A copy of the origim)l

5

Chief Engineor.

Current B
ar £ide in the Cashierts 0£fice whexe they are
retainod permonemtly (See Schedule 22, Itexm 2)

wrke
used for rcference purposes.

corTespondonce.

1

are retained per-

estlmate of the construwotionas wrepared by the

gtimate (Porm E~28, B3* X 11%) This is a coyy of
ithe original current estimats f£iled inm the wouch-

MS__@-&@@EM 83% X 11%) A periodic repart to
bonding company holding the contractor!s bond
IV indigates the progress of thy construction

Contract This is & duplicate copy of the comtract and is
Wm«mmmmww
ts Cffice to the contractors and gemeral

Y¥aterial) in these files sre maimtained by contract mmber. Tha
to date. Tho
the old Wilding,
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occupy 6 drawmars (9 cuble feat) for the years
mmmémumummm}%?




\rpau’ HR-RM 1A (\ N o SCHEDULE 78 f'
re (9-1-33) "w. 'EST FOR RECORDS RETENTION d. )ULE NO. :
"Holi of f“’f"" , " (Continuation Sheet) PAGE
C?mmlulon * ‘ NO. 5
4 ' 5. Description of Records 6. Recommendation
) Describe records accurately. Include title, form number, size of documents of Hall of Records
t m work or activity to which the records relcte inclusive dotes and quontuty and Board of Public
°. (cubic or linear feet). Show recommended retention period. Works.
RECOREETION: EKIRATH FOR THREE YBARS AFTER FINAL PROMENT AXD THER
msm. .
b, mmwbawmmmmmcmum W

's files with the recorfis ftemived above. These rocords, - 7W

Dapartzant
homever, hewve pormancnt legal walug amd are mecessary &t any future
tims that remirs becoms necessary. , i

Relam?m Tamage Claim 'i'hisuammut,
mmﬁymaniacmimnm-

t proparty affectsd Wy con~
Wa&ﬁmmmnaw
repaired. ‘

Contract Data Smwet (83% X 11v) m:nammryarm
tims required far completion of the contract, thg-
utimtodmtaadthaﬂmlmtp]maeor&id
cation of ths field supervision that all contract
obligations have bson fulfilled,

Inspecticn (Form B-848, 83" X 11®) This iz a
emmyotaquimem,marial
and labar used.

o m%onofm wmm-em,aéﬂxn-)mmq

indicates inspection notes and
Mfwmmdmmmm ~
- holes, B

Coenterline Profilc mg is a representation of the :n-oﬁ]a:"of
The gronund-Yefars excavation 1s dore in shich

< Fomptoollerts Office

The disposition of the contrasts £filed in the Camptrollexrts Office
48 covered in Scheduls 29, Iten 1. The recamsendation for this fils
rexds as follows:s *Retaln far tiree years or until audited, which-

tess lines sre lald and fram which depth of exca- " St
wvation can be computedi Thess field notes were . i i1
used for paying ths excawation contractor up to v = CE
Septamber 1953, Since that tiro it is wsed as @ — LT
check on the sccwracy of the depth classificaty -~
information vhich 413 f1lsed by contyrast mmber. -
The acoumlation 4 included in that given for = =
first group of filss. : s 3
FECMVERNDATICHNs HEPATH PoMMANENFIY. REPATH XN ORIGINAL FOR POR i o
mm,mmmcmwm;mmmm —~
HEPAINED PERUANENTLY. T
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Date ...




